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Student Data Upload
•

 
As of January 23rd, Pearson uploaded your 
student’s required data from a file received from 
EIS.
–

 

Required Data included:
•

 

Last Name
•

 

First Name
•

 

Date of Birth
•

 

Social Security Number
•

 

Unique Student Identification Number
•

 

Ethnicity
•

 

Gender
•

 

Grade



Student Data Upload
•

 
Purpose of the student data upload?
–

 
NEW for Spring 2009!!
All public and state students taking the 
TN-Achievement test will receive a Pre 
ID answer document for students that 
were successfully uploaded in Pearson 
Access by 2/2/09.





What fields show on 
Pre-ID?

•

 

Only certain REQUIRED demographics will print on the Pre-

 
ID area of the student’s answer document:
–

 

Last Name
–

 

First Name
–

 

Date of Birth
–

 

Ethnicity
–

 

Gender
–

 

Grade
–

 

Last 4 digits of student’s USID
–

 

System Name and Code
–

 

School Name and Code



Sample of Pre-ID area 
on Answer Document



What does Pre-ID 
mean to me?



What will you need to write / 
grid on the Answer 

Document?
•

 
Even with Pre-ID you are still 
required to write:
–

 
Teacher Name

–
 

System Name
–

 
School Name

–
 

Test Version





What happened between 
1/23/09 and 2/2/09

•
 

System and School Testing 
coordinators were instructed to 
review their list of students that 
were loaded into Pearson Access 
based on information provided by 
EIS.



1/23/09 thru 2/2/09 
(continued)

•
 

If students were missing or no longer 
at your school or system should have 
been updated those students

•
 

If any REQUIRED information was 
incorrect, edits should have been 
made to those required fields.



Required Fields
 what came be updated?

•
 

Required fields that could be updated 
included:
–

 
Last Name –

 
example misspelling or changed

–
 

First Name –
 

misspelled
–

 
Data of Birth –

 
Incorrect

–
 

Ethnicity –
 

Incorrect
–

 
Gender –

 
Incorrect

–
 

Social Security –
 

Incorrect or missing 
populated with all zero’s.



What Required fields 
can not be updated?

•
 

Unique Student Identification 
(USID)
–

 
The USID that was received on the EIS 
data file is the state assigned

 
USID.

–
 

USID are not to be changed
–

 
If you believe a student has an 
incorrect USID you must contact TDOE.



So what about the other
 student demographics'?

•
 

EIS data file only included the required 
student information

•
 

What are the “additional demographics” 
that were not included?:

•

 

Other Programs -

 

504 Service Plan/Gifted/Migrant 
etc.

•

 

Title I
•

 

ESL Services
•

 

Special Education
•

 

Accommodations –

 

ELL or Special
•

 

Modified Format Test



Who has the 
additional student 

information?

As System and School Testing 
Coordinators you know your student’s 
best and should have that 
information.



How long do I have to 
make my updates?

•
 

Starting today, 2/9/09 through 3/20/09 
updates can be made in Pearson Access. 
–

 
NOTE CHANGE from 3/16/09 to 3/20/09

•
 

After 3/20/09 you will need to write and 
grid the student answer document



So how do I update my student’s 
additional demographics?
•

 
There are three ways you can update 
your student’s additional 
demographic information in Pearson 
Access.

1.
 

Enter information on a student data file 
extract and reload in Pearson Access 
(Reverse SDU)

2.
 

Enter the information individually at the 
student level in Pearson Access

3.
 

Write and Grid each answer document as 
you have in the past



Reverse SDU
•

 
A reverse student data upload 
otherwise known as reverse SDU is 
taking your student’s information 
that is already in Pearson Access and 
adding to that information.



What will need to perform 
the Reverse SDU?

•
 

In order to update your student’s 
using the reverse SDU process you 
will need access to Pearson Access
–

 
System Testing Coordinators received 
their initial access by 1/15/09

–
 

System Testing Coordinators set up 
access for their School Testing 
Coordinators 



What else will you need 
for Reverse SDU?

•
 

List of you students and their additional 
demographic information
–

 
Some Systems/School have this information 
stored electronically in  student management 
data base

–
 

Some Systems/School have this information 
stored manually in student files.

–
 

Up to date student information in Pearson 
Access.



What else will you need for 
Reverse SDU? (continued)

•
 

You will also want the SDU template 
located in Pearson Access in under 
the Support tab under Resources:



What else will you need for 
Reverse SDU? (continued)

•
 

The SDU template can be found 
under the Template tab in the excel 
format:



How do I pull the most 
current student information 

in Pearson Access
1.

 
Log into Pearson Access

2.
 

Home Page access Test 
Management tab.

https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studentdata_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testsetup_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testresults_overview_page


Pulling currently student data 
from Pearson Access 

(continued)
•

 
Select Student Registration under 
the Test Management tab:

https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studentdata_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testsetup_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testresults_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_studtestalerts_home_page


Pulling currently student data 
from Pearson Access 

(continued)
•

 
Within the Student Registration tab, 
you will click the Request 
Registration File box

https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_testmanagement_overview_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FrequestStudRegFile&wsrp-mode=&wsrp-windowState=
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_pageLabel=pa2_regstudents_home_page


Pulling currently student data 
from Pearson Access 

(continued)
•

 
You will be prompted with a pop-up 
box asking if you are sure of your 
request, click yes

https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=_action%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FrequestStudRegFile%26_next%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FviewController.jsp&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FsaveReqStudRegFile&wsrp-mode=&wsrp-windowState=
https://www.pearsonaccess.com/pearsonaccess/appmanager/tn/home?_nfpb=true&_windowLabel=pa2_testsetup_registerstudents&wsrp-urlType=blockingAction&wsrp-secureURL=true&wsrp-url=&wsrp-requiresRewrite=false&wsrp-navigationalState=_action%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FrequestStudRegFile%26_next%3D%2Fportlets%2Fstudents%2FstudentRegistration%2FviewController.jsp&wsrp-interactionState=_action%3D%252Fportlets%252Fstudents%252FstudentRegistration%252FviewRegStudents&wsrp-mode=&wsrp-windowState=


Pulling currently student data 
from Pearson Access 

(continued)
•

 
After submitting your request you 
will receive an email when you file is 
posted:



Pulling currently student data 
from Pearson Access 

(continued)
•

 
You will click on the hyperlink to 
access your file:



Pulling currently student data 
from Pearson Access 

(continued)
•

 
Your file will be located in Pearson 
Access under the Test Results 
tab/Published Reports



Pulling currently student data 
from Pearson Access 

(continued)
•

 
You will be provided the link to your 
Student Registration File Extract:



What do I do with my 
file?

•
 

Once you have requested your 
student registration file, you will 
want to save it on a secure drive so 
you can start making your updates.



What do I do with my 
file? (continued)

•
 

Save your file so you can begin your 
work:



File Formats
•

 
In order to make updates to your 
student registration file and reload 
into Pearson Access you must either 
retain the file format or put the data 
fields back to their acceptable 
formats.



Saving your file formats
•

 
To save your file formats from your 
CSV file, you first must change your 
file to a txt file.

•
 

After you save your file, you can open 
the folder where it is saved:



Saving your file formats
•

 
Right click on your file to view 
properties:



Saving your file formats

•
 

In the upper box that contains your 
file name, you will change the csv to 
txt



Saving your file formats
•

 
After you change your file to txt, 
click OK.

•
 

You will receive a pop up asking you 
again if you want to change, click yes.



Saving your file format 
(continued)

•
 

Your csv file is now shown as a txt 
format file



Working with your txt 
file

•
 

Once you have saved your file as txt, 
you will want to open using Excel.

•
 

Open an Excel window
•

 
In the upper left-hand corner click 
on open

•
 

Select your student file in txt 
format



Working with your txt 
file (continued)

•
 

You may need to select View All Files 
in the file type area to bring up your 
txt file:



Working with your txt 
file (continued)

•
 

Click open to open your file in excel
•

 
You will now have the Text Import 
Wizard Step 1 of 3 pop-up:



Working with your txt 
file (continued)

•
 

You will want to click on the radio 
button for Delimited if not selected 
since the columns are separated by 
commas:



Working with your txt 
file (continued)

•
 

Click next to go to step 2
•

 
Click the delimiter box for comma and 
your file will automatically separate into 
columns:



Working with your txt 
file (continued)

•
 

Select next to go to step 3
•

 
To keep the leading zero’s in your file 
you will need to make sure you keep 
the column data format as txt.  

•
 

In step 3 you will see that your 
headers on your columns show 
general.



Working with your txt 
file (continued)

•
 

Select the radio button for Text
•

 
Your first column now shows Text in 
the header:



Working with your txt 
file (continued)

•
 

Your text format needs to be carried 
over to all your columns

•
 

To do this you can scroll the bar at 
the bottom of the columns to the end 
of your columns.

•
 

While holding the shift key, click on 
the header of the last column



Working with your txt 
file (continued)

•
 

This will highlight your columns.
•

 
Select the radio button for Text to 
convert the data from general to 
text



Working with your txt 
file (continued)

•
 

You have now completed the Text 
wizard.  

•
 

Click Finish to open your file in excel



Working with your Excel 
file

•
 

Your file is now in the excel format.
•

 
You may need to widen your columns 
to view all your data, example column 
I which is SSN data:



Working with your 
Excel file (continued)

•
 

You are ready to start making your 
updates.

•
 

To assist you with the data fields of 
your file you will want to either 
insert the header row from the SDU 
template in your file first row using 
the copy insert function.



Working with your 
Excel file (continued)

•
 

Or you can copy and paste your file 
on to the SDU template.



Working with your 
Excel file (continued)

•
 

By using the template you will be able 
to use the help comments with each 
column



Making your updates
•

 
You can continue to make updates to 
the additional demographics on your 
student data



Saving your updates
•

 
When you have finished making your 
updates, you will now need to save 
your file as a csv file which is the 
only file format acceptable for 
uploading back to Pearson Access



Saving your updates 
(continued)

•
 

REMEMBER TO REMOVE THE 
HEADER!!!



Saving your updates 
(continued)



Saving your updates 
(continued)

•
 

When saving as a csv file, you will 
receive a various pop-up’s click ok to 
continue to save



Changing your file format 
without saving as a txt

•
 

If you don’t have the option to save 
your file as a txt or if you feel 
uncomfortable with the steps you 
need to take.  You can also reformat 
your columns to set up your formats 
with leading zeros.



Changing your file format 
without saving as a txt 

(continued)
•

 
After making your updates, you can format 
your cells to put the leading zeros back in 
columns:
–

 
C –

 
System Code

–
 

D –
 

School Code
–

 
E –

 
Grade

–
 

I –
 

SSN
–

 
J –

 
USID

–
 

K-
 

DOB



Changing your file format 
without saving as a txt 

(continued)
•

 
The required lengths for these columns 
are as follows:
–

 
C –

 
System Code 5 digits

–
 

D –
 

School Code 4 digits
–

 
E –

 
Grade 2 digits

–
 

I –
 

SSN 9 digits 
–

 
J –

 
USID 9 digits

–
 

K-
 

DOB 8 digits



Changing your file format 
without saving as a txt 

(continued)
•

 
To reformat your column you will 
need to select the entire column by 
clicking on the alpha character at the 
top of that column.



Changing your file format 
without saving as a txt 

(continued)
•

 
You will then click on Format/Number 
and select custom.

•
 

In the box that shows general, type 
in the required length for that 
column.  Example 00000 for System 
Code.



Changing your file format 
without saving as a txt 

(continued)



Changing your file format 
without saving as a txt 

(continued)
•

 
Once you click ok you will see your 
leading zero’s back in your column.

•
 

Process to do this for all other 
required columns



Uploading your student 
data

•
 

You are now ready to reload your 
student data with the changes you 
have made

•
 

You will need to log into Pearson 
Access and select the Student Data 
tab from the home page.



Uploading your student 
data (continued)



Uploading your student 
data (continued)

•
 

Select Student Data File Submission
•

 
You will now browse your file in the 
select file to upload area:



Uploading your student 
data (continued)

•
 

Locate your updated csv file and 
select open at attach your file to 
Pearson Access



Uploading your student 
data (continued)

•
 

Once your file is attached to Pearson 
Access you are ready to send your 
student file



Uploading your student 
data (continued)

•
 

After sending your file, you will receive an 
email confirmation that your file has been 
submitted and is processing.

•
 

You will also receive a follow up email with 
the status of your file.  Your status could 
be No Problems, Problems or Rejected.



Uploading your student 
data (continued)



Uploading your student 
data (continued)

•
 

Sample of email no problems:



File Status
•

 
If your file has status you can click 
on the message area to see what the 
problems might be



File Status 
(continued)

•
 

When you click on the message you 
will come to View File Details that 
will give you what the problem might 
be, example of duplicate student 
record



Ready for your student 
uploads?

•
 

You should now be ready to start 
sending those student data files to 
update your students.



Things to remember

•
 

Student updates will be accepted in 
Pearson Access up until March 20th.

•
 

You can still update students 
manually in Pearson Access up until 
March 20th

•
 

You can still write and grid on the 
student’s answer document



Support, who to contact

•
 

TCAPACH@Support.pearson.com

•
 

TN Customer Service Center
–

 
1-888-817-8658

mailto:TCAPACH@Support.pearson.com
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